
INSTRUCTIONS See Publication No. 76-R'M--1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenui, Atlanta, Georgia, 30334, 

- 
FOR AGENCY USE 

rpplication Date 

- -- 
Lpplication Number 

1. Agency Address 
Department of Natural  Resources 
Environmental Pro tec t ion  Division 

 water Pro tec t ion  Branch - Program Coord- 
ina t ion  Sect ion;  Laborat.ory Operations 

Water Supply Lab;  Room 31-H Health Bldci. 

E lo ise  S tewar t .  Laboratorv Manaser 

~~ 

FOR RECORDSMANAGEMENT USE - ~~ ~ 

ADDlication Number 

Date Received l l a t e  Completed 

- 
--.. ~ ~~ _ ~~~~ 

~~ 
~~ 

- 
~ - - ~ ~ ~ ~ ~ p ~ ~  - ~ 

~~~~~ _. _ _ _ ~ ~ _ _ _ _ _ _ _ _ _ _  - ~ _ _  

$ I. Action Requested 
a. 
b. 

Establish Retention Schedule; ecord will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

c. 0 Amend Application No. . . ~  Cbck OF: 0 ChanE 0 Supercede; 0 Void -~ .- 
5. Records Series Title (followed by title used in office; if different) 

Water Supply Laboratory Report File Copy Books - 
~- 

current 
What is the function of the Divisin~and the Office in which this record series i s  created? 

I ~~ ~ - - 
1. Dates of Series 
!arliest Latest 

1975 
i. Division and Office Function 

~ 

The Water Supply Laboratory i s  responsible  f o r  rece iv ing   and conducting bac te r io log ica l  
examinations of dr inking water samples from County Health Departments ( ind iv idua ls  l--@fi- 
vate~wel&ii);non-community water supply systems (- w e l l s  u t i l i z e d  by municipal ikies ,  
schools ,  m i l i t a r y  i n s t a l l a t i o n s ,  mobile. home parks ,  e t c . ) ;  and community water supply 
systems (approximateiy twenty County systems) . 
a l l  dr inking water sources o the r  than from County Health Departments (p r iva t e  ind iv idua ls )  
i n t o  t h e  computer f o r  use by other '  

The Laboratory e n t e r s  d a t a  r e l a t i n g  t o  

programs wi th in  the Water Pro tec t ion  Branch. 

r. Record Series Description This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documentsrelating to: maintaining the file copy of Water Supply Laboratory Reports 

Includedare: "File Copy Books , I1 conta-ining Laboratory Reports on which are 
recorded Source name and address; date sample collected, examined, and 
reported; I.D. number; laboratory control number; analysis data; and ' 

other related information. 

File isarranged: numerically by File Copy Book number; thereunder numerically . : - &  by :laboratory control number, . . I  

.. ~~~ 

3. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

; Seven to twelve months old -__, daily. Th. seldom. irteen to twenty-four months old daily 

months and older ~ .? _ _ ~ _ _ _ _ _  ~~~~ ~- twentyfive .~ 

KAnnual Rate of Accumulation of Record;-- . ,  

; Other (specify) 5 cu * ft * . .  : 
-I 

Letter-size drawers -~ -;\egal-:ize drawers ; Shelves 



. . .-. . . - . .-~F.--Y>- -. - - 
~ ..-- ~~~ I. 

(Place an "X" in the proper column) 
a. Is this the official copy of the series? 

If noLwhere_isit?-.- .~ --L . ~ ~ ~~ ~~ _~__ .~ _____ 
b. Does the series contain cdnfidential information requiring security handling? If yes, cite law or regulation. ' 

.I 

~~. ~ .. ~ ~~ ~~~~ - ~- ~ 
~ - ~ - ~ ._ 

period, could these 
.- ~- .; 

report? 
~ -~ ~ - - . - .  ~~ 

h. Is there a duplication of this series in your office, or in another office qr agency? 
'copy sent to Water Supply Section 

- I ~ ~ - ~ - l f v e & w h e r e L  ~ ~ ~~ ~~ ~ ~ ~~ - ~ ~ ~~~ ~~ ~~~ ~- 

The following requires the series to be kept: 
3 1  

1. Retention Requirements 

a. State Law ..~ --~-years. d. Audit period years. 

c. Federal law ~ ._ .._years. f. Federal retention instructions ~ - - ~. . - years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

b. Statute of limitation ~ ~-~-years. 'e. Administrative need -~--~-years. 5 

office reference requirements 
DNR . Rules and Regulations for Safe Dr'inking Water - Chapter 391-3-5-.15 
' I . .  .microbiological aialyseS 'shall be kept for not less 'tha-n 5 year~s. . ,  . ~~ ." .. .~ . .  . 1  .. ..  

. .  . .  , I  . , . .  ~- ~. . ~~ 

. .  . ~. 
-~& _-;_ , > _  

2. Approved Disposition 1.nstru.ctions This agen.9 recommends that the. file series be cut off a t  the end of each: . ' 

._ 0 Calendar Year ;D Fi,wl Year; 0 Other 1 -~ _- ~~ .then, 
. .  . .  . -  , .  - 

~~ . - 
@ Hold in the current files area -,,-month(s) -~~3-. year(s); then 
0 Transfer to local holding area; hold 

# :::z:i to State Archives for permanent retention. 
0 Other (Specify) 

-year(s); then a Transfer to State Records Center; hold 2 .--year(s); then 

These instructions apply to a l l  prior and future accumulations of the series. 

~~ ~ 

Records Management I Date Officer (S&nafure) 

kommendations in para- 
lraph 12 are approved. 
I f  disapproved, attach letter 
pf explanation.) 

- -._I.=. 

R-50-71: Rev. 76 
~ ~- 


